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Setting up Recogo  
 

Step 1: Install the Package 
 

1) From the Salesforce AppExchange (here) click Get It Now  
2) Select the environment you want to install Recogo in. We recommend your production 

org so you can get users sending Recogos as soon as possible. 
 

 
 

https://appexchange.salesforce.com/appxListingDetail?listingId=a0N3u00000MRwHuEAL


 
3) After selecting to install in production of a sandbox click Confirm and Install  

 
4) Select Install for Admins Only. This does not mean only admins will have access, rather 

if you decide to only give certain users access to Recogo it’s easier to so if at install you 
limit to admins. Now click Install. 
 

 
 



 
 
Congrats you have now installed Recogo! 
 

Step 2: Assign Permission Sets 
 
To give users access to Recogo you need to assign permission sets and licenses. Depending on 
the scope of users you want to give access to you can either assign individually, or in bulk. 
 

Types of permission sets 
 
There are three types of permission sets:  
 

Recogo User: Every user of Recogo needs this permission set. It gives individuals access 
to the Recogo wall, to send/receive recogos and to see their reports on their recogos. 

 
Recogo Admin: This is for the Recogo Admin, it allows them to add categories, adjust 
points and delete recogos. 

 
Recogo Dashboard User: This is primarily for managers and admins. This permission set 
adds the Company Recogo tab that lets managers see reports for the whole company 
and not just an individual. 

 
 
 



Individually assigning permission sets 
 
Go to Setup -> Users. Then select the user you would like to give permission to. 
 
Next scroll down to the list called Permission Set Assignments. Click Edit Assignments. 
 

 
 
Select the permission set(s) you would like to give the user, click the right arrow to add it to the 
enabled permission sets box and click Save 

 
Assigning permission sets in bulk 
 



Please see Salesforce’s documentation to learn about bulk assigning permission sets. 

 

Step 3: Assign Licenses 
 
If you are in a production org, you will need to assign licenses to the users you want to have 
access to Recogo. If you are in a sandbox org, skip this step, in sandboxes all users have access 
to managed packages so long as they have the appropriate permission set.  
 
In Setup, click Apps -> Packaging -> Installed Packages 
 

 
 
 
Then next to RECOGO select Manage Licenses 

https://help.salesforce.com/s/articleView?id=000322112&type=1


 
 
Click Add Users 
 
Select the users you want to give licenses to or Select ALL. If you want to bulk add licenses 
checkout the Salesforce help topic to mass assign licenses through data loader 
 

 
 
Then click Add 
 
 

https://help.salesforce.com/s/articleView?id=000315385&type=1


Customizing your Recogo App 
 
 

Create Tags 
 
As a Recogo Admin (assigned from the Recogo Admin permission set) You have the ability to 
create tags, turn off email notifications and change points for likes.  
 
In order to create tags go to the tab called Recogo Admin Page 
 

 
 
Click the + button at the bottom to create a new tag, or the pencil icon next to a pre-existing 
tag to edit an existing tag 
 
Fill out the tag information and click save 



 
 
Once the users refresh their ‘Recogo Main Page’ they will be able to see the new tag 
 
*Note you cannot use dashes in your tag name, for example: “Wow-ing customers” would cause an error on your 
main wall. Reach out to support if you need to be able to use dashes. 

 

Put the ‘Send a Recogo’ component on a standard or custom page 
 
While the ‘Recogo Main Page’ is a great place to send and receive recogos all from one place, 
let’s say you want to help people send appreciation directly from the objects they are working 
with. For us, that’s the opportunity object, however you can add the ‘Send Recogo’ component 
to any lightning page.  
 
First go to a record for whatever object you would like the component on. On the top right of 
the page is a gear icon, click that and select Edit Page 



 
 
Then select the Send Recogo component from the custom components page and drag it to the 
spot you’d like people to send Recogos from. Click save and voila, you can now send recogos 
without ever leaving the page! 
 

 
 

Adding the ‘Recogo Main Page’ to your app 
 
If you want it to be easier for users to access the ‘Recogo Main Page’, you can add the ‘Recogo 
Main Page’ tab to whatever App they use. 
 
Go to Setup -> App Manager 



 
 
Then on the far right of the app you’d like to add the tab to click the little triangle and select 
Edit 
 

 
Then on the far-left underneath App Settings, Click on Navigation Items 
 
Then select Recogo Main Page and click the arrow pointing to the right to add it to the tab 
 
Click Save and you’re all set! 



How-To: 
 

Access Recogo 
After following the above installation steps users should be able to access Recogo by selecting it 
from their app launcher on the top left of their menu bar in Salesforce  
 
 

 
 

Send your First Recogo 
 
Sending a Recogo has never been easier! From the Recogo App (or if you added the ‘Recogo 
Main Page’ tab somewhere else, then from there).  
 



 
 
In the ‘Send Recogo’ component, click in the text box under “To User”. If your user does not 
show up as you are typing that user may not have a Recogo License, go to the Assign License 
portion of this document to make sure that user is able to receive recogos 
 
Then type in the description box what you’d like your recogo text to say.  
 
Finally, you can add tags to give the user recognition for preset tags developed by your admin. 
To add more tags, consult the Create Tags portion of this document.  
 
Then click send and voila, the user will get a message letting them know that they received a 
Recogo!  
 

Further Help 
 
If you are having any other issues or need help customizing your app reach out to 
Support@Recogo.app and we will help you in any way we can! 

mailto:Support@Recogo.app
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